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1. Introduction

1.1. Purpose of this Document

TXDOTCONNEGTs an i nformation technology solution to ¢
programs, Projects, and right of way. It will replace the functionality from up to 40 Engineering Operations
systems. It impacts both internal and external stakeholde to the agency. This includes individuals who use
legacy systems to input data regarding TxDOT projects, as well as those individuals that rely on that informatic
for decisionmaking purposes.

Thisdocumentisagui de t o navi gat i negfunttibnality @ithigTixDOTEONSIBGNE s t | me
performing tasks according to security roles.

1.2. Reference Guide Key
This reference guide uses symbols and color to emphasize certain points. These are described below.

@ Tips 1. Ordered Lists
This symbol identifies tips andbenefits. Processes are presented with blue numbers.
@ Important 1 Unordered Lists

This symbol indicatesan important note that should be | Lists are presented with blue bullets.
read carefully

* Red Stars Bold Text

Required fields arddentified with a red star(* ). These fields

) , . . Where possible, buttons and fields are identified with
must be completed in a new project before sang a project.

i mages of the button or
identified with bold text.

1.3. Feature Key
TxDOTCONNECT contains several types of buttons and fields. These are described below.

Feature Example Description

B ~ An interactive part of the screen that provides
Button ( close ) quick and basic functions. It is usually labeled
with its purpose.

_ A button that allowsthe userto select one or
Addfrom List =2 more options from a PopJp Window.

A small box that, when selected, enables or

Check Box v )
selects acertain feature.

A button that allowsthe userto select any
date from any year.

Date Picker




DropDown Menu

A field that allowsthe userto select from
predefined values.lt also allowstyping to skip
to a specific value.

Expand/Collapse

oe

A button that, when clicked, expand® or
collapses® a section of a page.

Aninteractive part of the screen where any

Field value may be typed Remember to follow the
guidelines forthe applicablebusiness area.
| = An image, usually a clickable button, that
con l

represents a specific entity.

Left Navigation Menu

I Project Details

A menu thatappears to the left of all project
pages. Click an option to display that page.
The menu also expands to show all available
sections on the selected page.

A small screen that displays information
relevant to an area being edited oviewed.

PopUp Window The popup window remains on the screen unt
an action has been completed.
= The full screen of detailed information
Page = = displayed after a project or page option has

been selected. These are often divided into
multiple selections.

Radio Button

A small, interactive button that allowshe user
to select from one of a few options.

Section

A part of a page that contains information
specific to a certain topic or area. These are
clearly titled, with the ability to expand or
collapse.




2. Login Screen

The login screen is the first screen that appears when accessing the TXDOTCONNECT web address.

2.1. Signin

Internal users can sign in with their
TxDOT credentials.

1. Navigate to TXDOTCONNECT it TXxDOTCONNECT
the internet browser. R4 -

2. Enter your TxDOUser Namein
the Username field.

3. Enter your TxDOPasswordin
the Password field.

4. Click EEETIND

TXDOTCONNECT works besGioogle Chromefor most purposes but will also function in Internet Explore
11 and FireFox.

2.2. Forgotten Passwords

If you have issues logging in to TXDOTCONNECT, cotttadtelp desk at(512) 302-HELP (4357)or open a
TxDOTNow ticketusing thelink on the screen.

@ Requesting a password reset for the application resets the network password.

2.3. Idle Session Security
Timeout

Session Expired s

For security purposesonce a Your session has expired due to inactivity. You will need to login again
session in TXDOTCONRE s idle

for 20 minutes, the systemlogs you —
out. -\chiﬁjl
The Session Expirednessage
appears

2.4. ExtendedSession Securityogout
For security purposes:

If a session in TXDOTCONNECT has lasted longer than four hours, TXDOTCONMNHETthe user out and require
the user to log back into TXDOTCONNECT, betmeatinuing to work



3. Home Page

The TXDOTCONNE#&®me Pagecontains the Top Menu Barand the Dashboard, which includesMy Tasksand

My Group List

3.1. Top Menu Bar

TheTop Menu Barappears at the
top of every page, and includes
these features:

1 Click® on any page to return to
the Home Page

1 click I 1

search for a project

1-[ CIle Portfolios / Programs tO
reviewPlanning TargetsFor
more information, refer to the
Project Development
Reference Guide

bl Click to perform a

Contract Inquiry

bl CIick to manage

bid item requests

TXDOTCONNECT

w

Dashboard

My Tasks

My Group List

Project ID Project Name

ot
7 4 TEXAS DEPARTMENT OF TRANSPORTATION

Portfolios / Programs

7 oA ™

Right of Way Administrative ~

Form ID Task Submitted By Created On Assign




3.2.

My Taskscontains information if a
task is assignedin TXDOTCONNEC™
Tasks includereview and approval
of decisions for workflow items,
such asBid IltemRequess. You can
review and respond to the request
within My Tasks.

My Tasks

This section displays the following
information:

Dashboard

My Tasks
Project ID

A00000572

Approve
Do Not Approve

ProjectName ~ FormiD

BR Maint | @ TRIB OF SHAW
CREEK |(STR #1

Comments:

Created On

My Group List

Project ID
AD0000200

A0ODDDSTZ

Project Name
WF | FALLS COUNTY LINE [WOODLAWN RD

BR Maint | @ TRIB OF SHAW CREEK (STR #1

FarmiD Task Submitted By Created on

FMD000000D203 ROW Supervisar

FMDO000000003 ROW Supervisor

Field

Description

Project ID

The projectidentifier for which the request was submitted.

Project Name

The project name for which the request was submitted.
Click the project name to navigate to the project.

Form ID

The unique form identifieffor the request.

Task

The name of the task (example: ResourcésROW) being requested.

Submitted By

The person who submitted the request.

Created On

The date the request was submitted.

Response Selection

® Approve
Return

Do Not Approve

Radio buttonsfor response selection

1 Approved the request will be approved and move forward in the

workflow.

1 Return d the request will be returned to the submitter to make
changes and resubmitNote: ResourceRequests do not include this

option.

1 Do Not Approved the request will be canceled and wihot move
forward in the workflow.

* Comments

This fieldis intended forcomments to clarifythe response. This field is

required if Return or Do Not Approveare selected.

© Submit

Click @=* to submitthe response and finalize the request.




3.3.

My Group List allows supervisors
and coordinators to assign tasks to
individuals within their workgroup.
The individual to whom the task is
assigned will then see the task in
their My Tasks list.

©

My Group List

If a workflow item is routed
to a single individual, it wi
bypass theMy Group list
and go directly to the

i ndividual 0s
This section displays the following
information:

Dashboard
My Tasks
Project ID Project Name FormID. Task submitted By Created On
ADOODOSTZ BR Maint | (& TRIB OF SHAW FM00000000207 ROW Supervisar
CREEK |(STR #1
Approve Comments:
Do Mot Approve
My Group List
Projectin  Project Name Form o Task Submitted By Created On Assign Task
AD0000200  WF | FALLS COUNTY LINE [WOODLAWN RD FMO0000000203 ROW Supervisar =]
AOODDDS72  BR Maint | (2 TRIB OF SHAW CREEK |(STR #1 FMO0000000003 ROW Superdisor m

Field

Description

Project ID

The project identifier for which the request was submitted.

Project Name

The project name for which the request was submitted.
Click the project name to navigate to the project.

Task

The name of the task being requested.

Submitted By

The person who submitted the request.

Created On

The date the request wasubmitted.

Assign Task

ClickE= to select ateam member to assign the request.

3.4. TaskAssignment

ClickES on atask in My Group List
to open theTaskAssignment
window.

1. Use the column headers to filter
or sortthe list of available
resources.

2. Select an individual to whom to
assign the task

3. Click@ to complete the
assignment

The task will disappear from the My
Group List section of the
Dashboard, and theselected
individual will now see the task in
My Tasks.

My Group List

Name Division/District Email Phone

Chris Willoughby

Tanya Williams Daley-C
Leela Kasaraneni-C
Ronald Babin-C

Brian Mackin-c
Prakash Shrestha-C
Gideon Kalyanapu02-C
Ajinkya Chavan-C

Ajinkya Chavan-C

TWILL-C@txdot.gov
LKASAR-C@txdot.gov
RBABIN-C@txdot.gov
BMACKI-C@txdot.gov
PSHRES-C@txdot.gov
GKALO2-C@txdot.gov
169956@nttdata.com

ACHAVA-C@txdot.gov

(512) 467-3992
(512) 486-3037
(512) 974-0883
(512) 416-2044
(512) 465-7932
(512) 486-5070
(512) 467-3992
(512) 467-3992
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4. Tools Menu
TheTools Menuappears in the upper right corner of every page in TXDOTCONNECT.

77 O LA @

The Tools Menwonsists of the
followingfeatures:

1 Click7 " to navigate to
www.txdot.gov

 Click® to accessHelp for any
page in TXDOTCONNECT.

1 Click & to access theReporting
feature.

| Click to access theBulk
Upload feature (available for
certain roles only)

1 Clickes to accessthe Profile
page.

1 Click® to Log Outof
TxDOTCONNECT.

These and other buttons in TXDOTCONNECT hewel Tipsavailable. Hover over thento read areminder

of their function.

TXDOTCONNECT II' RS E-OI

# Projects Portfolios / Programs Right of Way Letting Administrative ~
Dashboard
My Tasks
My Group List
Project ID Project Name Form ID Task Submitted By Created On Assign

Copyright 2019 - Texas Department of Transportation
125 East 11t Street - Austin, Texas 78701 + All Rights Reserved

ot
7 4 TEXAS DEPARTMENT OF TRANSPORTATION Disclaimer - Privacy & Security Policy - Accessibility

Some roles have access to thBulk Upload feature. For more
information, see the Project Development Reference Guide

4.1. Help

TheHelp Pagedisplays information
about the sections and fields on the
current page.Click ® to open the
Help page.

@ Help opens ina separate
browser window, to prevent
replacing thecurrent page.

@ Sections and fields are
described in the order they
appear on thepage in
guestion, not in alphabetical

order.

Help: Project Details

ding Construction, Non-et, Specials, Transfers, Alterative and

visible at all times while inside

Project Name:

TXDOTCONNECT requires user to enter the project name for each new project to be created in this application. This describes a special name 1o be associated 1o a project
Project Type:

These are Construction, Non-Let, Special, Transfer, Maintenance and other project types.

Project Sub Type:
This is a sub classification of project types. For example, a Construction Project may have sub types as Road Way project, Rail Road amongst others. The

Project ID
A unique identifier associated to each project created in the TXDOTCONNECT application. The Project iD is auto generated by the application, when a project is successfully saved for the first

11


http://www.txdot.gov/

4.2.

The Reporting Page allows you to
access and run automated reports.

Reporting

1. Click & to open the Reporting
Page.

2. Doubleclick the root folder (if it
is not already open).

3. Doubleclick the Reports folder
(if it is not already open) to
display the Report Categories.

4. Select the desiredReport
Category.

5. Select the desiredReport
Name.

TheReport Optionswindow will
open.
6. Selectthe search criteria.

Depending on the report type,
there may bemultiple search
criteria avalable.

There are several buttons on the
Report Optionswindow:

+ Select A X Deselect A B tnvert

q Click ¥ Select A
values in the list.

1 Click % Deselect All {0 de-
select all values in the list.

1 Click B Invert 1o select all
valuesexceptthe current
selections.

9 If the list of search criteria is too
long to fit in the window, tick
the = symbol underneath these
buttons, then drag to resize the
list of criteria.

©

to select all

To select all but a few
values, clickv Select Al |
then deselect the onesthat
are not needed

[Reporting

=

Modiied Date
vestarday

estacde

®

Name

Engineer's Estimate to Axiom - Excel Export

* Controlling Project ID

0015-08-124 v

ControlSectionJob
Available: 2 Selected: 1
0015-08-124
0015-13-011
+ Select Al X Deselect All B

There are multiple criteria depending on the Report type.
Make sure you complete all criteria with an asterisk (*).

* District

I Selected: 3 I

Available: 25

x Abilene
x Amarillo
x Atlanta

Toreview all the criteria you have selectealick
the Selectedtab in the Report Options window.




| Click IEH to generate the
report based onthe current
criteria.

1 Click "' toremove all
criteria selections.

1 Click “** to cancelthe report
selection.
Oncethe selectionsare complete

7. Click IEH.

Thereport will display.

* Controlling Project ID

0015-08-124

ControlSectionJob

0015-08-124

Selected: 1

Q

0015-13-011

+ Select Al

n fleset

13

X Deselect All

Cancel

B 1nvert



There areseveral options inthe
Reporting Toolbar.

B. B Back - 4 100% + - qp

‘ = = E Back - e 100% ¥ search report v 4 ) Page ‘
il ClickE to exporta report. We describe this in 1 Use to zoom in, zoom out, or select a
more detail below. zoom level.
1 Click « #» @ toundo, redo, orundo all actions. q Usel oo - <> | to search for terms within
| Click [ to open the Report Options window and the report. The arrow keys navigate through the
select criteria again. search resuts within the report.
f Click Back to return to the mairReporting page. 1 Usel e s> » ] g navigate to the first,
previous, next, or last page in the report.
E The following optionsare available toexportthe report

= 9 Portable Document Format (.pdf)

PDF This produces a formatted document thatannot be edited.

Eurn 1 Excel Spreadsheet (.xIs)

. This produces a spreadsheet that is compatible with versions of Exce
LS prior to Excel 2007.This is not common.
RTF 1 Comma Separated (.csv)
This produces a spreadsheet withoufbrmatting, which can be useful
XLSX for uploading into other software.
1 Rich Text Format (.rtf)
@ In most cases, useXLSX fThlf1 produces a text file with minimal formatting, that can be edited
for Excel reports. urther.
1 XLSX Excel Spreadsheet (.xIsx)

This produces a spreadsheet that is compatible with ksons of Excel
from Excel 2007 and after.This is much more common than .xIs.

14



4.3. Bulk Upload

TheBulk Upload feature allows
users with certain roles to update
data on many projects at once by
uploading a single spreadsheet

Click< Bulk Upload in the Tools
Menu to navigate to theBulk
Upload Page.

77 9 Elala @

TXDOTCONNECT 7 eErLaA®

Bulk Upload

Upload Type:

Processing History

Upload Type 8y Date of Upload

For more information on the Bulk Upload feature, sdgulk Uploadin the Project Development Reference Guide

4.4. Profile

TheProfile page contains the
following information:

1 Contact Information & this
information is populated from
the TxDOT Active Directory.

1 Rolesd this lists the assigned
security role (or roles).

91 Supporting District(s) o the
assigneddistrict. Division staff
may support multiple districts.

1 Preferences @ adjust settings
for Email Notifications (on or
off) and Search View

Click @ to save changes
to preferences.

Profile

Contact Information

First Name, Last Name:
William Boyd

Work Number: Mobile Phone: Email:

License Number License Type: Valid From: valid To:

1234 Registered 08/06/2019 12/31/2019 Consultant Flag

| Roles | Supporting District(s) | Preferences

Project Search View:

Tochangeor adda Security Rolecontact TXDOTNOW (512) 302
HELP (4357)or open aTxDOTNowticket .

Professional Engineersand Professional EngineerConsultants
must update theircurrent licenseby contactingthe help desk at
(512) 302-HELP (4357)or opening aTxDOTNow Ticket

©0

15



5. Project Search
TheProject tab in the Top Menu Bateadsto the Project Search page.

Portfolios / Programs Right of Way Letting Administrative ¥

This page differs depending on whetheahe user isa district or a division employee

9 District staff will seeactive (notall) projects in their district by default.

1 Design Coordinators other Division Staff, MPOsand FHWAwill see no projecs until they perform asearch.

1 External Consultants will see no projects until they perform a search andill be able to findonly those
projects to which they have been invited.

There are two parts on this page:

 TheSearchfeature

9 The Search Results

5.1. Search Feature
To search for a specific project,

1. Use theSelect drop-down
menu to select search criteria.

2. Enter a search term.
3. Click
TheSearch Resultswill appear.

@ Up tothree search criteria
can be selectedand up to
three search terms
entered.

@ If no projects matchthe search criteria, the messagdelow will
display:

@ Not finding what youdre |l ooking for? Remember

1 Is the project closed? SeledProject Status in the Search Criteriaandt y pCd ocs e d . 6

1 Was the project created in DCIS? Seleetoject SubtypeintheS e ar ch Cr i tleegacyad a

1 Is the project in a different district? SeledDistrict/Division in the Search Criteria and type the
districtds name.

1 Remember. You can search by partial informatiodt her e i s no need for a

16


















































































































